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Dear Appointee:
Please download and complete the following forms prior to attending new hire orientation. You will be submitting all forms during the orientation, and your start date and/or benefits may be delayed if any forms are not submitted at that time.
If you have any questions, please feel free to ask them during the orientation.  You can also e-mail them to gsacabs@gsa.gov before or after the orientation.  Your e-mail will be responded to within one business day of receipt.
•   Optional Form 306, Declaration of Federal Employment 
•   Standard Form 144, Statement of Prior Federal Service 
•   Standard Form 181, Ethnicity and Race Identification
•   GSA 5000, Education Data Update
•   Standard Form 256, Self-Identification of Disability 
•   Standard Form 1199A, Direct Deposit Sign-Up Form  
          ◦   Bring a voided personal check  
•   Form I-9, Employment Eligibility Verification 
          ◦   Bring your passport, or 
          ◦   Bring your state-issued driver's license and your social security card 
•   Form W-4, Employee's Federal Withholding Allowance Certificate 
         • Your state withholding allowance certificate 
•   Standard Form 1152, Designation of Beneficiary - Unpaid Compensation of Deceased 
    Civilian Employee  
◦   District of Columbia Form D-4
◦   Maryland Form MW507
◦   Virginia Form VA-4
◦   Other state W-4s
Note:  If your agency anticipates that your appointment will be for 90 days or longer and you will work 130 hours or more per month, please contact CABS at gsacabs@gsa.gov as you may be eligible for Federal health and long term care benefits.
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